
DOCUMENT RESUME

ED 107 993 CE 004 206

AUTHOR Knupke, Lucille M.; And Others
TITLE An Analysis of the Word rocessing Occupation.
INSTITUTION Ohio State Dept. of Education, Columbus. Div. of

Vocational Education.; Ohio State Univ., Columbus.
Trade and Industrial Education Instructional
Materials Lab.

SPONS AGENCY Office of Education (DREW), Washington, D.C.
PUB DATE [75]
NOTE 115p.; For related documents, sA3e CE 004 160-205, CE

004 263-268, and CE 004 425-427

EDRS PRICE MF -$0.76 HC-$5.70 PLUS POSTAGE
DESCRIPTORS Clerical Workers; Communication Skills; *Job

Analysis; Knowledge Level; *Occupational Information;
*Office Occupations; Safety; *Secretaries; Skill
Analysis; Skill Development; *Task Analysis; Task
Performance; Typewriting; Work Attitudes

IDENTIFIERS *Word Processing

ABSTRACT
The general purpose of the occupational analysis is

to provide workable, basic information dealing with the many and
varied duties performed in the word processing occupation. The
document opens with a brief introduction followed by a job
description. The bulk of the document is presented in table form. Ten
duties are broken down into a number of tasks and for each task a

. two-page table is presented, showing on the first page: tools,
equipment, materials, objects acted upon; performance knowledge
(related also to decisions, cues and errors); safety--hazard; and on
the second page: science; math--number systems; avd communications
(performance modes, examples, and skills and concepts). The duties
include: operating power keyboards; transcribing documents; filing,
logging and recordkeeping; proofreading and editing; implementing
procedures and flow charts; originating and completing documents;
originating formats; managing time and tasks; supervising the center;
and administering secretarial/clerical support. A three-page glossary
is appended. min

***********************************************************************
Documents acquired by ERIC include many informal unpublished

* materials not available from other sources. ERIC makes every effort *
* to obtain the best copy available. nevertheless, items of marginal *

* reproducibility are often encountered and this affects the quality *

* of the microfiche and hardcopy reproductions ERIC makes available *

* via the ERIC Document Reproduction Service (EDRS). EDRS is not
* responsible for the quality of the original document. Reproductions *
* supplied by EDRS are the best that can be made from the original. *
***********************************************************************



O
cc

up
at

io
na

l A
na

ly
si

s

C
.e

.:O
ds

19
0

lk
3

U
S

 D
E

P
A

R
T

M
E

N
T

 O
F

 H
E

A
LT

H
.

E
D

U
C

A
T

IO
N

 &
 W

E
LF

A
R

E
N

A
T

IO
N

A
L 

IN
S

T
IT

U
T

E
 O

F
E

D
U

C
A

T
IO

N
T

H
IS

 D
O

C
U

M
E

N
T

 H
A

S
 B

E
E

N
 R

E
P

R
O

D
M

 E
D

 E
X

A
C

T
LY

 A
S

 R
E

C
E

IV
E

D
 F

R
O

M
T

H
E

 P
E

R
S

O
N

 O
R

 O
R

G
A

N
IZ

A
T

IO
N

 O
R

IG
IN

*T
IN

G
 it

 P
O

IN
T

S
 O

F
 V

IE
W

 O
R

 O
P

IN
IO

N
S

S
T

A
T

E
D

 D
O

 N
O

T
 N

E
C

E
S

S
A

R
IL

Y
 R

E
P

R
E

S
E

N
T

 O
F

F
IC

IA
L 

N
A

T
IO

N
A

L 
IN

S
T

IT
U

T
E

 O
F

E
D

U
C

A
T

IO
N

 P
O

S
IT

IO
N

 O
R

 P
O

LI
C

Y

E
D

10
72

2;

W
O

R
D

 P
R

O
C

E
SS

O
R

9n
st

ru
ct

io
na

l M
at

er
ia

ls
 r

aG
or

at
or

y
..

tir
ad

e 
an

d 
%

du
et

-j
ai

 E
du

ca
tio

n
O

fi
e 

O
hi

o 
St

at
e 

U
ni

ve
rs

ity

51
21

II



AN ANALYSIS OF THE WORD PROCESSING OCCUPATION

Developed By

Lucille M. Knupke
Instructor, Intensive Office Education
Eastmoor High School
Columbus, Ohio

and

Connie Taylor
Consultant
Nationwide Insurance Co.

Columbus, Ohio

Phyllis M. Wadley
Instructor, Cooperative Office Education

Scoot High School
Toledo, Ohio

David Goggin
Consultant
I.B.M.

Columbus, Ohio

OccUpational Analysis
E.P.D.A. Sub Project 73402

June 1, 1973 to December 30, 1974

Director: Tom L. Hindes

Coordinator: William L. Ashley

The Instructional Materials Laboratory
Trade and Industrial Education

The Ohio State University



"The activity which it, the subject
of this report was supported in
whole or in part by the S. Office
of Education, Department o: Health,
Education, and Welfare. However,
the opinions expressed herein do
not reflect the position or policy
of the U.S. Office of Education,
and no official endorsement by the
U.S. Office of Education should be
inferred."



TABLE OF CONTENTS

Foreward

Preface vii

Acknowledgment ix

Job Description xi

Duties
A Operating Power Keyboards 1

B Transcribing Documents 11

C Filing, Logging and Record Keeping 21

D Proofreading and Editing 31

E Implementing Procedures and Flow Charts 41

F Originating and Completing Documents 53

G Originating Formats 67

H Managing Time and Tasks 79

I Supervising the Center 87

J Administrating Secretarial/Clerical Support . 105

Glossary 113



FOREWORD

The occupational analysis project was conducted by The Instructional Materials
Laboratory, Trade and Industrial Education, The Ohio State University in con-

junction with the State Department of Education, Division of Vocational Educa-
tion pursuant to a grant from the U.S. Office of Education.

The Occupational Analysis project was proposed and conducted to train voca-
tional educators in the. techniques of making a comprehensive occupational

analysis. Instructors were selected from Agriculture, Business, Distributive,
Home Economics and Trade and Industrial Education to gain experience in
developing analysis documents for sixty-one different occupations. Represen-

tatives from Business, Industry, Medicine, and Education were involved with
the vocational instructors in conducting the analysis process.

The project was conducted in three phases. Phase one involved the planning

and development of the project strategies. The analysis process was based

on sound principles of learning and behavior. Phase two was the identifica-

tion, selection and orientation of all participants. The training and work-

shop sessions constituted the third phase. Two-week workshops were held

during which teams of vocational instructors conducted an analysis of the
occupations in which they had employment experience. The instructors were

assisted by both occupational consultants and subject matter specialists.

The project resulted in producing one hundred two trained vocational instruc-

tors capable of conducting and assisting in a comprehensive analysis of

various occupations. Occupational analysis data were generated for sixty-one

occupations. The analysis included a statement of the various tasks performed

in each occupation. For each task the following items were identified:

tools and equipment; procedural knowledge; safety knowledge; concepts and

skills of mathematics, science and communication needed for successful per-

formance in the occupation. The analysis data provided a basis for generating

instructional materials, course outlines, student performance objectives,

criterion measures as well as identifying specific supporting skills and

knowledge in the academic subject areas.



PREFACE

The chief aim of this publication is to make available to secondary and post-secondary
schools and other educational agencies, an analysis of the tasks performed in Word
Processing by qualified workers in entry-level and advanced positions. A careful perusal
of the contents of this book should enable a competent instructor to develop a course
outline, content study guide, lesson plans and instructional sheets, outline for course
scope and sequence, performance objectives and test items, and self-instructional student

study units. Heretofore, this information has not been available in a single publication.
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JOB DESCRIPTION

Word processing involves the handling of a wide variety of documents within an office,

utilizing modern techniques and equipment for producing the largest volume of work

within the least amount of time. A word processor operates magnetic and electric
typewriters, transcribes office communications taken from magnetic belts, keyboards

on electronic typewriters, dictates original material on magnetic belts, proofreads

and edits, keeps records and logs daily production, duplicates material, originates

procedures, works with flow charts, files, and develops formats of various types of

office communication. The expertise of this individual will reflect the quality of

the company at large.
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Duty A Operating Power Keyboards

1 Record document in form for distribution

2 Proofread/edit document during playback

3 Revise document during playback
4 Make required copies for distribution/storage

1
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Duty A Transcribing Documents

1 Regulate controls on transcriber
2 Regulate controls on power typewriter

3 Listen to recorded material
4 Keyboard dictated document while listening
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Duty C Filing, Logging and Record Keeping

1 Set-up log/index of documents
2 Search log/index to identify and locate documents
3 Release/return documents to/from storage

4 Log/index records of documents and required follow-up
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Duty E Implementing Procedures and Flow Charts

1 Follow procedures manual
2 Interpret coding of format
3 Interpret flow of materials/procedures
4 Utilize information
5 Recommend changes and improvements to the system for better utiliz

of equipment
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Duty H Managing Time and Tasks

1 Self-log a task data sheet
2 Record a work count
3 Maintain strict time schedule on all work produced
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Duty I Supervising the Center

1 Supervise all typing and clerical support function in the center
2 Schedule, control, report and maintain quality standard
3 Maintain integrity on all confidential material being produced
4 Administer salaries and appraise performance
5 Establish and maintain training and cross training schedules
6 Coordinate all functional activities with other affected areas
7 Review and analyze new and revised procedures and implement necessary changes
8 Motivate employees
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Duty J Administrating Secretarial/Clerical Support

1 Route and distribute articles of mutual interest
2 Prepare and secure advances and complete necessary expense reports

3 Keep records and place orders for all equipment and supplies needed
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GLOSSARY

Batching - collecting similar work which could be produced at one operation

Buck Slip - individual slip of paper attached to memos or documents to indicate

distribution

Bursting - separating perforated paper after documents have been typed automatically;

bursting is done both vertically and horizontally

Carbonized Sheet - registers impression made by typewriter on instrument without the

need for carbon paper

Cartridge - a single reel of magnetic tape in a plastic or metal container designed

to feed the tape into an automatic typewriter

Console - the unit housing the record/playback mechanism and related controls of a

text editing typewriter

Copy - material worked from to prepare final or hard copy

Copy Revision - includes console preparation, automatic playback when making corrections

due to editorial changes, and actuating of various playback controls; console adjust-

ments are included, if required

Editing - reading back, scanning, deleting, inserting and reformating

Final Copy - the finished product

Flow Chart - a graphic representation of the flow of work from origin to completion in

which symbols are used to represent operations and equipment

Hard Copy - typewritten copy of any description

Input - information entered into a system to be processed
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Input Word Processing Equipment - new name used by IBM for dictation equipment to better

describe its function in a word processing system

Keyboarding - includes depressing keys on the typewriter keyboard; also includes platen
movement, back spacing, underlining and tabbing

Logging - a method of recording, cataloging and/or filing documents or media

Log Sheet - a document prepared and maintained by operators to index work on any given

tape, card, etc., or to keep track of incoming and outgoing work, turnaround time, etc.

Mag Card/Mag Tape - tape or card coated or impregnated with magnetic material on which
information may be stored in the form of coded polarized spots

Magnetic Keyboard - a device for recording alphanumeric characters on a magnetic tape or
card, such as IBM Magnetic Tape "Selectric" Typewriter, or Mag Card "Selectric"

Typewriter

Media - generalization of the various types and kinds of things on which recordings can be

made

Matching - collecting finished material, segregating into sets of documents for mail or dis-

tribution; related in content, e.g., letter and attachment which goes to the same person

Mode - the operating aditions of a unit

Original Dictation - communications that are machine dictatable and cAgiilel in content-in a

word processing system, one of three forms in which work reaches a typing station

Pin Feed Plater - a typewriter platen having a sprocket -like pin feed for feeding continuous

forms through a typewriter

Playback - includes all console preparation and automatic playback control handling and

machine playback time

Power Keyboard - a term referring to the family of automatic or text editing typewriter

equipment
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Preparation - includes handling paper, loading the recording media, console preparation,
and typewriter preparation (tabs, margins, margin re-sets)

Prerecorded - material stored on magnetic tapes or cards for repetitive use, such as
standard paragraphs in form letters-in a word processing system, one of three forms
in which work reaches a type station

Quality Control - a check on work to keep a uniform quality and appearance, always striving
to standardize where possible

Self-logging - an employee's record of time required to do a job

Standard Data - a predetermined time standard obtained and accepted for a particular activity
as reliable and representative of the work performed

Task Data Sheet - a record of jobs by time period during a single work day

Task List - a detailed record of each type of work performed by each worker and the average
number of hours spent to do it per week

Transcription - conversion by a secretary of recorded dictation to hard copy

Transmitting - routing documents from one area to another; methods: hard copy, telephone,
or verbal information

Turnaround Time - the elapsed time between the beginning and completion of a task

Word Processing System the combination of specific procedures, methods, equipment, and
people designed to accomplish the transition of a written, verbal, or recorded work
and distributed to its ultimate use

Work Count - a count of the volume of work of an employee

Work Measurement - a process of determining how much time is required to do a given amount
of work


